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INTRODUCTION 
-"Anyone who works with a group of individuals soon can 
recognize that all members of the group are not equal. There 
are differences in abilities to learn, to speak, to write, to 
organize materials, and to plan. There are differences in 
motivation and reasons for becoming a member of the group. 
There are differences in the speed with which individuals 
do all of these things. 11 1 
"Bookkeeping students may differ from one another in mental 
ability, family background, interests, hobbies, skill in read-
ing, skill in computation, habits of workmanship, and attitudes. 
They even vary in reasons why they choose to study bookkeeping. 11 2 
Specific kinds of differences among bookkeeping pupils 
shall be discussed in order to determine what of importance 
is needed for bookkeeping teachers in order to improve learning 
and reduce failure in the subject. 
HANDLING INDIVIDUAL DIF:l!,ERENCES IN HIGH SCHOOL BOOKKEEPING 
lHamden L. Forkner, Robert M. Swanson, Robert J. Thomson, 
The Teaching of Bookkeeping. (Cincinati 27, South 
vie stern Publishing Company 1960), P. 31 
2Marshall J. Hanna, vernon A. Musselman , Teaching 
!3ookkeepinP, ~nd Accounting. (Gregg Publishi.ng 
Division , McGraw-Hill Book Company, Inc. 1960), P. ?O. 
2 
For t he purpose of discussion, individual differences will 
be classified under three maj or h·eadings :3 
1. Differences in Interest and Reasons for Enrolling. 
2. Differences in Mental Ability. 
J. Differences in Informa tion Ba ckground. 
Differences in Interest and Reasons for Enrolling. 
Pupils have a vari ety of reasons for enrolling in the 
subject . It is a mistake to a ssume tha t all pupils enrolled 
in bookkeeping are motivated by a desire to become a bookkeeper. 
A study reported by Frederick T. Hawes which asked high school 
pupils why tpey enrolled in bookkeeping , summarized the 
results of a questionna ire answered by 153 first year book-
keeping pupils shown below: 
11 Nhy students study bookkeeping . 
a ) I expect to use the skill and 
informa tion gained by t aking 
this course for business 
(vocational ) purpose i mmedi a tely 
after I leave high school. 
b) Although I am not pl anning to be 
a bookkeeper after graduation, 
but am pl anning to enter another 
ca re er ( se ere tary, selling, · 
nursing, etc . ), I think bookkeep-
ing m::jglt help me in understanding 
my job. 
First 
Choice 
54 
65 
Second 
Choice 
17 
23 
Grand 
Total 
71 
88 
JForkner L. Hamden, Swanson M. Robert, Thompson J. Robert, 
The Teaching of Bookkeeping. (South vie stern Publishing 
Company 1960) . 
3 
c) I expect to u.se the skills and 
knowledge gained for purely 
personal reasons (ie, book-
keeping club records, personal 
budgeting). 
First 
Choice 
Second 
Choice 
Grand 
Total 
d) Because I expect to major in 
business when I g o to college. 
e) Because I think tha t it would 
help me to earn m:y way through 
college. 
f) Because I think that I would 
like to become a teacher 
g) Because m:y parents want me to 
take this course. 
h) Because this course is required, 
I have to. 
i) Because my friends are enrolled 
in this course or have urged 
me to take it. 
j) Simply to fill in my schedule 
of classes a t registration time. 
k) Because I want to learn more 
a bout business generally. 
1) (Fill in your own statement 
here if none of the above 
apply) 
6 18 
5 4 
1 0 
0 0 
2 5 
4 8 
0 2 
1 4 
12 65 
3\ 1r 
vihen a bookkeeping teacher knows these reasons, he is in 
241 
9 
l _ 
0 
7 
12 
2 
5 
77 
10 11 4 
a better position to understand the needs of the pupils. He is 
immediately confronted with the problem of planning a program 
of evaluation that will help pupils to realize realistic goals. 
4Frederick T. Hawes, "Teacher, dhither Are You Bound-?" 
Beaconds on Business Education (New Britain, Connecticut: 
Teachers College of Connecticut, January, 1950) P. 11. 
The method of creating an interest that will motivate them 
depends on the ability of teacher. 
Differences in Mental Ability . 
An important problem that is always discussed among 
teachers is how to handle individual differences in ele-
mentary bookkeeping, how to deal with the slow pupil who 
has great difficulty in learning bookkeeping, how to deal 
v-vith the bright pupil who finishes his problems or practice 
set before others.5 
Psychologists point out that the IQ or other methods 
of measuring intelligence do not always measure the ability 
of pupils to acquire learning in a certain subject. The 
pupils may be divided into three major difference classes. 
1. The More Capable Pupils . 
2. The Medium Capable Pupils. 
3. The Less Capable Pupils . 
One of the problems faced by pupils who learn more 
slowly than their classmates is that they cannot master 
large amounts of new facts or skills at one time. The teacher 
should recognize that slow learners need specialized help 
5M. Herbert Freeman, Gilbert Kahn, "Handling Individual 
Differences in Mental Ability" Business Teacher . 
(Gregg Publishing Division, McGraw- Hill Book Company, 
Ire , March, 19 57). 
5 
because his span of memory is short and his depth of com-
prehension is shallow. At the same time, a teacher must be 
alert to supply opportunities for leadership to the more 
capable pupils.6 
In order to improve a pupil's learning, the teacher 
should learn much about the pupil's abilities by some oral 
discussions, by inspecting their records in school office, 
discussing material on file with the guidance counselor, 
observing pupil in the classroom, test for measuring of 
mental ability, reading ability, arithmetical competency, 
test for measuring of interest, observing pupils in outside 
a ctivities, personality - getting along with others, study 
habits, etc. 
"There have been a number of studies that have a ttempted 
to determine a formula for predicting success in the book-
keeping course; none of them has produced positive results. 
All these studies tend to show that t he mos t important factor 
to bookkeeping succe ss is a genuine interest in the subject. 11 7 
6Hamden L. F'orkner, Robert M. Swanson, Robert J. Thompson, 
The Teaching of Bookkeeping, Monograph 101. (Cincinati 
2'7, South vVestern Publishing Company , July, 1960). 
7 J. Marshall Hanna, "Let's Face the Facts in Bookkeeping". 
Business Education vlorld. (Gregg Publishing Di vision, 
McGraw-Hill Book Company, Inc. September, 1951). 
6 
Differences in Information Background. 
Pupils vary in background information which affects the 
results of bookkeeping instruction, for example variations 
of skill in arithmetic, penmanship, reading problem. The 
main part of arithmetic in bookkeeping is concerned with 
computing the terms of sales and purchases, computing deferred . 
and accrued items, computing valuation ac counts - depreciation 
and bad debts, computing interest and discount. 
Pupils who can read with comprehension have less diffi-
culty with bookkeeping than do those who are retarded in 
reading ability.8 
Pupil's past experiences and learning are different. 
Some pupils learn best by reading, some by doing, some by 
visua l examples, some by oral discussions, some by demonstra-
tion, and some by all methods. The bookkeeping teacher must 
make some provision for testing, informally or formally, to 
determine what the pupils already know and then handle the 
proper method to them.9 
8Hanna, MusseLman, Teaching Bookkeeping and Accounting. 
and the Instructional Pattern of Teachin 
Cincinati, South vestern Publishing Company, 
7 
1fays ~o Handle in Individual Differences. 
"In the early historical days .of instruction in book-
keeping the student learned largely by doing. This plan 
was largely on the assumption that if a person did something 
long enough, he would learn how to d6 it. It .vas a labor-
ious process that wasted valuable time, and in the end 
many students did not know why they performed certain 
bookkeeping activities.10 
At present an important step is the development of the 
logical methods to fit ·the needs and capacity of pupils. 
The teacher of bookkeeping therefore, is on the firing front, 
so to speak, and must be continually studying his own 
teaching, the business situation, and his pupils to be sure 
that someone is not left behind in the forward movement of 
progress. 11 
Before a bookkeeping teacher can plan for teaching so that 
effective learning takes place in his class, he must have a 
thorough knovledge in his subject and be able to apply know-
ledge in planning and in teaching. As we already mentioned 
tha t individual ability and speed of production vary 
widely in most bookkeeping classes. Planning of classvvork 
lOThe Psychology and the Instructiona l Pattern of Teaching 
Bookkeeping. 
llLewis D. Boynton, "Informal Research by the Classroom 
Business Teacher" The American Business Education Year 
- ~ (Somerville, New Jersey, Somerest Press, 1961), XVIII 
to provide for the slow, the medium, and the fast learners, 
is a major task confronting the teacher. By having all 
pupils work on the same assignments at the same time the 
fast learners complete the assignment and in all probability, 
become borAd while waiting for the slow learners. If the 
teacher attempts to gear the rate of progress to the fast 
learner, the slow learner becomes hopelessly frustrated. 
How to deal with this problem depends upon the ability of the 
teacher, but all pupils should have equal opportunity to 
reach a level of achievement. 
The Middle Capacity Pupils. 
Teaching all pupils in the class is based on the middle 
class capacity, then the more capable pupils or the slow 
capacity pupils should have special help. "The teacher's 
role is so important he must use the classtime to the best 
advantage, not take up classtime to do what students can do 
for himself. nl2 
In dealing with teaching all pupils bookkeeping in the 
class, Dr. Kahn and Dr. Freeman have proposed the following 
procedures that deserve careful study. 
12Freeman, Kahn, Business Teacher, March, 1957. 
9 
11 1. The bookkeeping teaching unit should be a rela tively 
small segment of related subject matter. The teacher must 
break up the course into comparatively short and simple 
units. The student can assimilate only so much new material 
at a time. Throwing too many and too difficult new concepts 
and practices at him too rapidly discourages the average student. 
2. Every new bookkeeping unit must start with a review 
of the related material needed before the student can under-
stand new principles and practices . For example, in teaching 
the trial balance for the first time, the teacher should 
review the journalizing and posting of typical transactions. 
3. All new material should be developed in a logical 
and sequential step by step presentation. To continue with the 
trial ba lance example, the student should be taught to first 
uencil foot th~ debits and credits in all accounts. He shouln 
then be. taught how to first compute the balance in assets 
accounts and then in liability and proprietorship accounts. 
The remaining steps vvould follow in the same way. 
4. In presenting new materials, all nonessential ele-
ments should be omitted. The student should not be confused 
with unimportant details. For example, in teaching the 
analysis of typical transactions, the illustrations should 
use small, round numbers. vihy complicate the learning process 
by injecting arithmetic computations? 
10 
5. All new principles should be graphically illustrated 
on the chalkboard. The easiest way to show· the effect of any 
transaction on the bookkeeping equation is to show the equa-
tion before and after the transaction took place. 
6. The presentation of new material in small segments 
must be folloved immediately by student practice and appli-
cation . Bookkeeping can be learned only by doing the work 
over and over again . Many teachers make the false assumption 
that students have learned a new principle when they can 
discuss it or ex~lain it orally . 
7. Every new unit must include an evaluation of the new 
material taught. 11 13 
Helping Slow Pupils. 
Slow pupils deserve careful a ttention with some special 
assistance , with using an explanati on in simple terms . They 
should be called upon to recite or participate in group 
practice and application after the initial introduction to 
the new topics. In this way the better pupils lead the class 
in the exploration of new concepts, and the slow students 
demonstrate after being shown how. In dealing with helping 
slow pupils, I)r . Kahn and Dr. Freeman proposed the following 
method: 
13Freeman, Kahn, Business Tea cher, March, 1957. 
11 
1. The teacher supplements the presentation of the new 
material with an addi tional explanation in simple terms. 
2. The slow pupil who has been absent is helped by an 
especially thorough build up of the related review material 
preliminary to the presentation of the new unit. 
3. The slow pupil, as well as the absentee , is helped 
t hrough the continuous reteaching that t akes place each day 
during the presentation of new unit. 
4. The slow pupil is pulled into the daily and careful 
preview of the assignment for the next day. 
5. Try to supply each pupil with the proper encouragement, 
the proper help, the visual aids. The teacher should not 
grade homework assignments nor insist on perfect solutions. 
The details of classroom organization could be handled by 
pupil groups.14 
Helping the Bright Pupils. 
The teacher's responsibility in public education is to 
teach all the pupils in his class regardless of their abilities. 
The more capable bookkeeping pupi l is one who reads easily, 
wri tes legibly and neatly, computes a ccurately , comprehends 
principles easily, and applies them correctly, is interested 
in and ability to absorb more than is being offered as regular 
class fare. Dr. Lewis D. Boynton suggests that "The greatest 
l4Freeman, Kahn. Business Teacher, March, 1957. 
12 
need of the bright bookkeeping student is higher quality 
of effort and not greater quantity of repetitive work . It 
is an error in judgement for a teacher to double an assignment 
for the bright student just because he can do it faster . It 
is an error in judgement for a teacher to double use the more 
capable student as an assistant in doing routine classroom 
chores he does not like to do himself. It is also not good 
judgement to plunge into a heavy program of additional work 
for better students. Start simply and expand your efforts 
gradually as the students themselves expand and as the year 
and its opportunities develop. As daily lessons are planned, 
the teacher should include activities of enrichment in which 
the faster, brighter students can engage. Such activities 
would include: 
1. Readings in college accounting textbooks which expand 
the topic being discussed . 
2. Related readings in business magazines . 
3. Supplementary problems of a more difficult character 
in the area of being studied . 
4. Supplementary problems which require some original 
decisions and perhaps some creative effort in the solutions. 
5. Planned visits to bookkeeping offices including 
automated bookkeeping setups, with reports being made to the 
cla ss. 
13 
6. Planned visits to bookkeeping offices, shows, and 
demonstrations (send the slower students on this. one too). 
7. Bookkeeping work experiences outside of the class 
wherever possible including keeping school financial records, 
community fund raising records, club treasury records, and 
doing actual supervised office work experience. 
8. Conducting some simple individual study of a phase of 
bookkeeping which has a special interest. 11 15 
INSTRUCTIONAL DEVICES 
Instructional devices include such activity as homogeneous 
grouping, individualized instruct-ion~ differentiated assign-
ments, special plans including r emedi al work, special classes, 
out of school projects and differentiated instruction. The 
primary objective of homogeneous grouping is to be able to 
differentiate instruction. The plan that is usually followed 
is to enrich the course for brighter pupils or so-called 
faster groups and to reduce the work of the slower groups to 
so-called minimum essentials. 1 6 
151ewis D. Boynton "Identifying and Teaching the More 
Ca pable Bookkeeping Student" , Bn:=iiness Education Forum 
(United Business Education Association, educa t ional 
press association of America, 1201. Sixteenth Street, 
N.N; ifashington 6, D.C., April, 1962) Vol. 16, No. 7. 
16Thomas M. Rish, Principles and Practices of Teaching in 
Secondary Schools. (American Book Company, U.S.A., 1941) 
14 
Dramatization 
Dramatization is one of the most effective types of learn-
ing. Through dramatization boys and girls are able to asso-
ciate themselves in the classroom with life situations. 
Dramatizations are supposed to be the most practical phase 
of a first year bookkeeping course. It provides an excellent 
opportunity to develop in the pupils desirable attitudes and 
work habits, which enable them to make an easy and happy 
adjustment to business. Bookkeeping dramatization aid both 
the slow and the bright pupils. In order to better under-
standing Dr. Hanna suggests few examples of what dramatiza-
tion can do into three different types. 
1. The use of practice sets. 
2. The use of business forms. 
3. The preparation of payrolls. 
The Use of Practice Sets 
"Many students will find employment in offices where they 
perform only one phase of the bookkeeping process, such as 
posting to customer accounts or recording entries in the cash 
receipts journal. It seems logical then that students should 
see how the division of responsibility actually functions. 
One way that this may be shown is through specialization of the 
work in a practice set. 
15 
The Plan. Instead of having each student do the entire 
practice set, divide the class into groups of five. The five 
students work co-operatively in the completion of the one 
practice set. Designate one member of each group as the 
head bookkeeper; he in turn, assigns responsibilities to the 
other members of his group. The exact division will depend 
on the nature of the practice set being used and whether or 
not business papers are included. The following schedule of 
duties is an adaptation of the plan recommended by Stutsman 
Head Bookkeener: Note Receivable Register, Notes Payable 
Register, General Journal, Auditing, Cash Payments Clerk: 
Cash Receipts Journal, Accounts Receivable Ledger , Sales and 
Purchases Clerk: Sales Journal, Purchases Journal, General 
Ledger Clerk: General Ledger, Files of the practice set covers 
a t wo month period, the positions may be rotated for the 
second month. The entire practice set may be repeated with 
students assuming different positions if added work is consid-
ered desirable. 11 17 
Business Forms 
"Following is a brief description of how one teacher 
uses dramatization to make the distinction among these forms 
clear. 
17Hanna, "The Uses of Classroom Dramatization" Business 
Education 1/orld, November, 1951. 
16 
Material used: A quantity of mimeographed or hecto-
graphed copies of purchase requisitions, purchase orders, 
sales (purchase) invoices; several copies of a price list 
of office supplies; and three large printed signs, "Stock-
Department", "Purchasing Department", "Universal Office 
Supplies 11 • The materials are duplicated by the office 
practice class. 
Procedure: The first two rows of students represent the 
Stock Department. They prepare purchase orders from the re-
quisitions, using the price lists. The orders are then 
passed to the next rows, representing the Universal Office 
Supply Company. The students in the Office Supply Company 
check the purchase order and prepare sales invoices. The sales 
invoices are then sent back to the purchasing department 
and then to the stock department. 
In each step of the process, the appropriate number of 
copies are filled out, compared, checked and properly dis-
pensed. The appropriate entries are made in the customer and 
creditor accounts. The students rotate positions to obtain 
a variety of experience. 11 18 
18Hanna, "The uses of classroom dramati zation" Business 
Education iYorld, November, 1951. 
17 
The Preparation of Payroll 
"Procedure: A time clock is borrowed from a local dis-
tributor. Payroll cards are prepared for each student in 
class. Three weeks prior to the time that payroll records 
are to be studied in class, the time clock is set up in the 
cla ssroom and each student "rings in" Vlhen he comes to school 
in the morning and "rings out" in the afternoon. 1/hen the 
unit payroll is presented in class, the students use their 
own time cards as the basis for payroll calcula tions. For 
each week the wage is cal cula ted by a different method . The 
wage for the first week is calculated without overtime pay. 
Overtime pay is based on the number of hours beyond a certain 
total for the second week. In the third week, overtime pay 
is based on all hours over a certain number each day . 11 19 
Demonstration 
The purpose of demonstration is to show how things a re 
done and to show them in such a way that pupils vdll learn 
the procedures and operations . Demonstra tion should be used 
whenever possible . It should first give the pupils the feel 
of the whole operation as it is ordinarily performed. 
19Hanna, "The uses of classroom dramatization" Business 
Education dorld, November, 1951. 
18 
Each senarate demonstration unit should then be presented 
exa ctly a s the pupil is to learn it. The scope of the 
procedures demonstra ted should be limited so that every punil 
will be able to grasn and understand the processes. Each 
ciemonc:itration should be 1 "mi ted to one or a few related 
operations. That poi t IDP.y be the uarts of a balance sheet, 
how to complete a work sheet, how to journalize transactions, 
etc. Blackboards are freauently used to demonstra te. Every 
demonstration should be planned so that they can be completed 
within the period, with effectively understanding.20 
Using Community As a Laboratory 
In using the community as a laboratory, Dr. Hanna proposed 
tha t if the bookkeeping course is to be practical, pupils must 
have an opportunity to rela te classroom theory and a ctivities 
to actual record bookkeeping practi ces in business. The field 
trip provides that opportunity. It offers the essential 
bridge between the classroom and the office. It is a way for 
pupils to study record keeping in a ction. \Ii thin a short 
distance of most schools a wide variety of records and 
recording practices may be observed. By using these local 
2
°Kenneth B. Haas "The Demonstration Lesson and Field 
Trip As Training Te chni que ", Business Educati on dorld . 
(Gregg Publishing Division, :McGraw- Hill Book Company, 
Inc., February, 1951) Vol. 31. 
l 
• 
\ 
< 
J 
' 
19 
resources for points for observation 
a ) Relate bookkeeping co urse to community; 
b) Talrn the "excursion" out of the field trip and increase 
the probability of its being a real learning exn erience; 
c) Make it possible to tie the field trip to the i m-
mediate subject of class discussion; and 
d) Make frequent class, co:mmi ttee, and individual field 
trips possible .21 
Motion Picture Film and Filmstrips 
Films may be used in many ways . They ca n increa se 
interest by helping pupils see the practical applications of 
boolckeeping. They can serve as substitutes for field trips, 
can be used effectively for review lessons, can be used to 
improve remedial work in the basic skills. They also can be 
valuable in presenting and summarizing new bookkeeping topics. 
However, films should be recognized as teaching aids . 
They cannot replace the teacher, the textbook, or other 
teaching aids . The use of film and filmstrips in the book-
keeping classroom continues to grow , because of bookkeeping 
21J. Marshall Hanna , "Using 
Business Education vlorld . 
11 cGraw-Hill Book Company, 
Community As a Laboratory 11 
(Gregg Publishing Division, 
Inc., January, 1952) Vol. 32 
20 
instruction are constantly increasing and bookkeeping 
teachers are becoming increasingly aware of their values and 
how to use them effectively.22 
How to Teach Arithmetic Problems in Bookkeeping Class 
Since most bookkeeping classes consist of pupils who 
possess quite a wide range of arithmetic abilities, there is 
a lack of interest in arithmetic. Bookkeeping teacher can 
approach the problem in a number of ways, the teacher should 
put pupils on comparable ground in arithmetic skills right 
at the beginning. Computational skills such as figuring 
cash discounts, making extensions, computing interest on bank 
loans, computing depreciation, etc. Most of these computations 
should be reviewed or taught as they are encountered in the 
bookkeeping class. Kenton E. Ross proposed the building 
be~ter bookkeepers through integration with business arith-
metic under the following consideration. 
l. vfuat, in business arithmetic, should be integrated 
with bookkeeping? 
2. Review the fundamentals of arithmetic during the 
first week or two of the course. This is the way to help 
pupils who have difficulty in adding, subtracting, multiplying, 
and dividing. 
22Ranna. Business Education vforld. I<,ebruary, 1952. Vol. 32. 
21 
3. Review the present arithmetic computations as they 
are needed in the current bookkeeping work. 
4. Do not spend the entire period teaching arithmetic . 
5. Provide aid with the solution of computations tha t 
are new to the class. 
Time that should be spent in the teaching of business 
arithmetic are divided into two main points: -
1. Even those students who have taken business arith-
metic will need some review, therefore, the i mportant points 
will need to be taught even though business arithmetic has 
been previously offered in the school. 
2. It will be better to spend only 10 or 12 minutes 
introducing a new topic and work a sample problem; then 
get on with their bookkeeping.23 
In teaching arithmetic as in teaching bookkeeping the 
problem must be clear. The teacher must illustrate or 
graphically display the :problem and the arithmetic concepts 
and procedures to be learned. The teacher must give suffi-
cient time for repetitive practice for the fixing of the 
concepts and skill. One source of confusion for pupils is 
a lack of real understanding of common terms, and a teacher 
23Kenton E. Ross "Building Better Bookkeepers Through 
Integration with Business Arithmetic" Business Education 
¥f orld (Gregg Publishing Di vision, McGraw-Hill Bbok 
Company, Inc., December, 1958) 
l 
\ 
22 
should first resolve terms to their simplest meanings, for 
example interest is money paid for the use of another 's money . 
This is r educing the problem of learning terms to its 
simplest form which pupils in a bookkeeping class must start. 24i 
vVha t to do About Reading Problems 
"There are a number of ways to identify students who need 
help in reading. Through observation, the teacher can iden-
tify many of the students who cannot comprehend the necessary 
reading in bookkeeping. Some students themselves express 
their dissatisfaction with their reading ability. Scores 
on standardized reading tests indicate those students who 
are in low ranges of reading ability . Cumulative records 
may show a lack of achievement in school work that requires 
a great deal of reading. Or, the cumulative records may 
show physical or environmental reasons for retardation in 
reading. 11 25 
A study reported by Dr. F. 1/ayne House, which studied 
of reading ability as it relates to success in bookkeeping. 
The major findings may be summarized as follows: 
24Lewis D. Boynton, Methods of Teaching Bookkeeping 
(Cincinati 27. South iV'estern Publishing Co. 1955) 
25F. Hayne House, "Are You Solving the Reading Problem" 
Business Education 1forld (Gregg Publishing Division, 
McGraw..,.Hill Book Co., Inc., Feb . 1953) Vol. 33. 
23 
1. The heavy technical vocabulary load. 
2. Reading difficulty of bookkeeping materials. 
3. vvide range of reading levels of pupils. 
4-· Many pupils are unaware of their reading difficulty. 
In dealing with these problems teachers should: 
1. Plan program for teaching the technical and general 
vocabulary on which the subject is built. 
2. Administer valid and reliable standardized tests in 
reading if reading scores are not available in the school files. 
3. Preview each assignment. 
4. Demonstrate repeatedly how to use the illustrations, 
the summary questions, and the study guides that are provided 
in the materials. 
5. Keep in mind the fact tha t the pupil's knowledge of 
the subject is likely to depend more on the teacher's presenta-
tion and his rate of presentation of the subject matter than 
on the textbook. 
6. Keep in mind the fact that reading difficulty pertains 
to the problems, practice sets, and projects as well as to 
the discussion materials in the textbook. 
7. Attempt to de-emphasize the reading problem in testing 
program. 
8. Keep testing to a minimum especially in the early 
parts of the course . 26 
Teaching of Penmanship 
24 
As bookkeeping requires legibility and neatness, there 
are many techniques that teachers can use to achieve legi-
bility and neatness in student ' s work. The pupils must be 
helped to understand the essential need for legibility and 
neatness in bookkeeping . This can be done by explaining them, 
by borrowing a set of books from a local business man for 
display in class, by arranging a field trip that has a major 
objective of inspecting the neatness of bookkeeping records. 
Teachers should recognize not only laclr of handwriting 
ability, but also laziness, and indifference that cause some 
sloppy work . In order to know the real cha racteristics of 
these pupils, the tea cher, should have the · cla'ss · ,copy- the neatest 
and clearest their own ha ndwriting taking all the time they 
need at the beginning of the class. Students with handwriting 
difficulties ca n learn to letter much quicker than they can 
be taught to correct their handwriting faults . Concerning 
the figures, teacher should give a brief expla nation and 
demonstration of the quick, neat, correct, and shorter 
timesaving way of writing numbers. An important consideration 
26ttouse, Business Education v/orld, Vol. 33 
25 
should be given to time that will be spent on penmanship. 
Teachers may assist them as a group during class time or 
having a special time for pupils vvho need special help, 
having a special homework assignment, etc . 27 
How to Use Textbooks 
Authors and publishers now provide a variety of well 
organized bookkeeping textbooks that are designed to appeal 
to pupils and to facilitate pupil learning. The classroom 
teacher must assume the major responsibility for inspiring 
students to use their textbooks and for teaching pupils how 
to use their textbooks . As a first step, the tea9her may 
conduct a quick survey of the preface, the table of contents, 
illustrations, subheads, key statements, use of color, end-
of-chapter aids, glossary, and index. This period review 
provides a good opportunity for the teachers to create some 
pupil enthusiasm for the book.28 
"The classroom should have a bookkeeping library to 
students . Such a library should contain certain books and 
other materials of several levels of difficulty. All 
students should b'e encou.raged to use such a library to meet 
27Boynton, Method of Teaching Bookkeeping P. 230-234. 
28R. Norval Garrett, "Teaching Book."lreeping How to Use 
Their Textbook", Business Education Forum, (United 
Business Education Association, Educational Press Asso-
ciation of American 1201 16th Street, N.11., •fashington 
6, D.C., November 1960) Vol . 15, No. 2 P-30 . 
26 
their own pecuiiar needs in bookkeeping. The more advanced 
student can extend his knov-;ledge by reading more advanced 
books ana_ magazines that supplement the text being used. 
The sloirer student can refer to other texts for other expres-
sions of the subject being discussed in the hope that another 
way of saying the same thing or an illustration in another 
text might clarify an issue for him. 11 29 
Bulletin Boards 
Almost any topic that does not need a lengthy oral 
exnlP.,nr.:ition can be adanten to the pictoral presentation of 
a bulletin board. These displays should present an idea or 
materials that will not be stressed in class, such as a 
picture of calculating ma.chines, I.B.IvI. Machine. It should 
re-emphasize topics being covered in class, such as diagrams 
showing recording of pe tty cash. Bulletin boards should be 
prepared by students. Students will learn a great deal through 
the process of collecting, organizing and studying that which 
is reQuired to complete the project.JO 
29Boynton, 111\IIethod of Teaching Bookkeeping", P-226. 
30Robert Swanson, "Bulletin Board in Bookkeeping 11 , 
Business Education Forum (United Business Education 
Association, Department of the National Education 
Association, J anuary, 1959) Vol. XIII No. 4 
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"Students who have never prepared a bulletin boa.rd di splay 
cannot be expected, magically , to produce worthwhile displays. 
There must be guidance by the teacher - but just for a while, 
until the basic principles are understood and the competitive 
spirit comes to life - along these lines: 
1. The display must be linked directly to what the class 
is studying or is about to study. 
2. The exhibit must be student prepared, because a prin-
ciple value in preparing a display is the thought t hat goes 
into its design and execution. 
J. The material must be thoughtful and timely. It must 
be accurate. It must be up to date. 
4. The display should be exhibited only for the time 
it contributes to the class activ ity -- never less than two 
days, rarely more than five days. No special project display 
should be over so wide a scope that the display remains in 
sight for a longer period. 
5. 'rhe exhibit should have a central, integrating theme 
that is clearly expressed in a general caption . It is usually 
preferable for the theme to be expressed as a question . 
" dhich style do you prefer?" Or, "Can you set up all these 
letter styles'?" Attract for more than interest and thought 
than would "Modern Letter Styles". 
28 
6. Color s~ould be used both to enliven and to integrate 
the display. 
7. Variety in the displays, both as to arrangement and 
type of content, is important in any continuous program of 
bulletin board displays. 
8. Responsibility for preparing the display may be in 
the hands of the current committee; but responsibility for 
taking care of it is for all pupils . 
9. All lettering should be big enough to be read at 
least ten feet away - and the main captions should be readable 
across the room. 
10. Every student should be given the opportunity to 
approa ch the display and study it from cl ose up. 
11. The names of the students who prepared the display 
must be indicated. 
12 . The committee in charge should not feel that every 
item on the board must be obtained or constructed by them 
alone; committees are free to ask for the help of everyone 
in the class . 
13. No a.isplay should ever be removed without the class 
having had opportunity to discuss it. Some commendations must 
always be expressed. It is a good idea, now and then, to ask 
a committee to prepare a qUiz based on the information portrayed. 
29 
14. Periodically, there should be a series of quick 
changing displays. For example , a bookkeeping class at work 
on a practice set might have a t wo-day display on store 
fronts suitable for the practice set business; then a two-
day spread of cutout pictures representa tive of the custo-
mers with whom transactions are conducted; then a two-day 
spread of office interiors suitable for the business, etc. 
Such a sequence stimulates and sustains interest in the prac-
tice set work.31 
Practice Sets 
Practice sets a re useful for both slow learner and fast 
learner. Teacher may use more special sets for the ~ast 
learner or for those who wish to speciali ze in such areas 
as payroll, farming , or family bookkeeping. The teacher can 
easily keep the class toge ther. The slow learner does not 
get lost. Bookkeeping practice sets with business papers 
give the pupil an actual contact with commonl y used business 
forms • . 
The purpose of the set is to give practice on what has 
been learned just as practicing other skills and understandings. 
31The project bulletin board. Business Education 1forld, 
May, 1954. 
30 
It should be worked both inside and outside of class. A grade 
should be given only in a situation ·nhere the teacher is in 
complete control when the exercise is worked . Teacher should 
have a well planned outline in .::i.advance concerning length of time to 
permit pupils working on practice s ets. Specific checking 
should be made in order to let pupils know their strong 
points and weak points by using symbols of evaluation such as: 
O.K. - means well done. 
V - means not so well done. 
X - means entirely unsatisfactory. 
Sets should be retained by the teacher and recorded in the 
teacher's grade book and taken into consideration in arri ving 
at each pupil 's semester grade .32 
32Earl Samuel Dickerson, "Bookkeeping Pr a ctice sets should 
not be Graded", Business Education Forum. (United Busi-
ness education association, Educational press asso-
ciation of America, 1201 Sixteenth Street, N. it ., 
dashington 6, D. C., March 1961.) 
31 
Conclusions and Reconunendations. 
Conclusions 
1 Some pupils have very limited ability ~·· while others can 
achieve all of learnings without difficulty. 
2. The present educational systems has a strong tendency to 
overemphasize the needs of slow and retarded children. 
3. Teachers have insufficient time for special attention to 
the neededs of the gifted. 
4 . many teachers have trouble with instructional devices; 
such as: 
a) 
b) 
c) 
d) 
e) 
f) 
g) 
A measurement and evaluation of pupil achievement. 
Classroom teaching procedure. 
Difficulty using the material in the work book. 
Difficulty making effective use of practice sets. 
Difficulty in motivating pupils. 
Difficulty to make effective use of community resources. 
Difficulty·to make effective use of textbook, etc. 
Reconunendations. 
1. Bookkeeping can be the most valuable subject in the 
business curriculum or it can be the least effective. It is 
entirely up to the teacher. 
2. The range of di.f.ferences in pupils in bookkeeping classes 
can be narrowed if: 
a) The teacher provides for individuals differences 
with the proper management, the proper help, the kind of 
guidance that is needed. 
32 
b) The teacher has more training in the benefits of 
instructional devices . 
c) ' The teacher plans in advances of each lesson to make sure 
that both slow and gifted pupils will be interested in learning. 
33 
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